Welcome to the National Business Center’s DOI Learn Contractor Logon Tutorial

In the lesson you will learn how to edit your User Profile in the DOI Learn system. This is for
contractors only.

You may begin by accessing the DOI Learn website at https://doilearn.doi.gov as highlighted below.
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You will be prompted to change your password. Please follow the on-screen instructions carefully. Make
sure you use a strong password. The definition of a strong password is means at least eight characters,
with at least one number and at least one special character, for example, “!ChangelT2!".

-} National Business Center/DOI University DOI LEARN Management Portal Login [MaestroC/] - Microsoft Internet Exp _ & x|
I

File Edit Wwiew Favorites Tools Help

OBack - \_) - ﬂ IELI _;\l | /.- ) search :1'/ Favatites €‘| =N = - ﬁ ‘f‘

Address Iéj https:ffdoilsarn,doi, govfact_login,cfm j a Go ‘ Links **

& -

-

RULES OF BEHAVIOR FOR ALL USERS OF THE LEARNING MANAGEMENT
SYSTEM
Deepartment of Intenior 15 respensible for ensunng an adequate level of protection and secunty 15
afforded to the Leaming Management Systermn. The requisite level of protection and security 1z
accomplished through an appropriate mix of technical, administrative, and managerial controls / \
including written guidance. Because written guidance cannot cover every contingency, the following NeXt, yOU will see is the
i{ules ofBeha;ior are provided to further stipulate the responsibility of the users of the Leaming RULES OF BEHAVIOR EOR
anagement System.
All persons must understand that these Rules of Behavior are based on Federal laws and regulation ALL USERS OF THE
and, as such, there are consequences for wiolation of these rules. Depending on the seventy of the LEARNING MANAGEMENT
wiolation, at the discretion of managernent and with due process of law, consequences can include
reprimand; removal of access privileges; suspension, demotion, or termination from wortl;, and SYSTEM page-
criminal and civil penalties.

Rules of Behavior | d thi full
T understand that, when using the Learning Management Systemn, [ am personally accountable for \ Please read this carefu y /

my actions and that T must

1. Protect data in accordance with the Privacy Act of 1974,

2. Protect sensitive information from disclosure to unauthorized indmiduals or groups;

3. Acquire and use sensitive information only in accordance with the performance of my official
government duties;

4. Agency pomt-of-contact must protect mformation secunty by properly identifymg Agency
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1. Protect data i accordance with the Privacy Act of 1974,
2. Protect sensitive information from disclosure to unauthorized individuals or groups;
3. Acqure and use sensiive nformation only m accordance with the performance of my official
government duties;
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{copy, distribute, manipulate, etc.) software of this system. continue to the next window.
10.  Ensure all changes to Learning hanagement System components and data are done via
approved configuration control procedures;
11, Use government equipment in accordance with my site'stAgency's policies and procedures;
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When you have read the RULES OF BEHAVIOR page,
click the Accept Rules of Behavior button to access
the DOI Learn Learning Management System.
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Welcame to the National Business Center/DOI University DONHLEARN Management Portal.

DOl LEARN is an internettweb-based, automated systermn designed to capture, manage, view and report
information specific to training, both on-line and instructar led, for all DOl employees

You have now successfully accessed the
NBC/DOIU DOI Learn Management Portal.
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requested in this tutorial. This information will help
uniguely identify you as a user within DOI Learn.
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In this office, registered administrators can access the User Management System and students may
change their password.

My Information Next, click on the My Information link.
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You will need to add your office information, such as, your
phone number and office mailing address. Again, this will
help to uniquely identify you within the DOI Learn sysw
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Edit User Profile

‘User Name jjarrett

PLEASE DO NOT EDIT OR MODIFY
DEPARTMENT, BUREAU, REGION, ORG

NAME, ORG CODE, OR JOB TITLE
FIELDS WHICH ARE PREFILLED. i

All passwords (except auto-generated
« Atleast 3 characters in length, with 3
= Atleast1 number
+ Atleast1 special character
" First Name JOELLEN ' Last Name JARRETT Mid|
* Email Address IJ

o_ellen_jarrett@nbc. gov

Office Phone I

Mailing Address 1 I

To add your office phone number, simply click in
the Office Phone field and type your number.
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Click the Save button to update
your User Profile.
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Your profile has been updated.

This concludes the NBC DOI Learn Employee Logon tutorial.
Please return to http://www.doiu.nbc.gov/nbcit/ to review

additional required tutorials.
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